Headstart Inventory System Program
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Welcome to the Headstart Inventory program. This programis
designed for entering inventory data. This program will also allow
transfer of inventory data from the Delegate’ s sites to the Department
of Human Services (DHS).

Installation requiremMents..........oovoe e in it e
Two diskettes provided by DHS:
1. Diskette labeled : <Delegate Name> Database
Example: Hartford Database

2. Diskette labeled: < Delegate Name> Transfer Data
Example: Hartford Transfer Data

Microsoft Access 2000, or higher.

If Microsoft Access 97 is running on your system instead of
Microsoft Access 2000, please contact the ITS staff at DHS.
We will convert the inventory database to run under Microsoft
Access 97.

INStAALION. .. ..t e e
1. Create anew directory onthe “C” drive by
a._Click on the My Computer icon on your desktop.
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b. Click on the LocalDrive(C:) icon.

I File Edit Wiew Favorites Tools Help

I #=Fack ~ = - | ‘hsearch Y Folders & #History |%’ 0E ¢

I Address I@, My Computer
FH = &

314 Floppy
(A

Wt W WeE “ornpack Disc

(o)

c. Select File...New...Folder from the File menu.
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d. Oncethe new folder is created, right-click the new folder.
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e Select Rename from the drop-down box.
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f. Rename the new folder “Inventory Database” .

2. Insert the diskette labeled <Delegate Name> Database in floppy
drive A.
3. Click on the My Computer icon on your desktop.
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4. Click onthe 3-1/2" Floppy (A:) icon.
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5. Sdect Edit....Select All from the File menu
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6. Select Edit....Copy to Folder from the File menu.
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7. The Browse for Folder dialog box WI|| appear.
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8. Click My Computer....Local Drive(C:).....Inventory Database
from the dialog box.
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9. Click the OK button to copy the filesfrom drive A: to drive C:
10. Click on the My Computer icon on your desktop.
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11. Click on the Local Drive(C:) icon.
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12. Click on the Inventory Database folder.
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13. Highlight the file in the Inventory Database folder. Hold the left
mouse button down, and drag the database file icon to the desktop.
Thiswill create a shortcut to the database file.
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USINGTNE PIrOgram. .. ... e e e e e e e e e e e e e eaan
Start the program by clicking on the database icon you placed on the
desktop. The opening screen will appear:
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There are four buttons at the bottom of the opening screen. Clicking
the first button, “Inventory Data Entry”, will take you to the data
entry screen.

The second button, “Reports’, allows you to run reports on the
database.

The third button, “Transfer to DHS’, sends data from your site to
DHS.

When you are ready to quit the program, click the fourth button.



Entering inventory data.............ccooiiiiii i i

Click the button labeled, “Inventory Data Entry.” This brings up the

Inventory Data Entry form There are four buttons on this form.
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Add Record button
Click this button after adding data to the fields on the form. Select the
Delegate to make Center information available. Once the Delegate is

selected, clicking on the Center drop down box will allow selection of
a Center.

W

Delegate: [Detroit Public Schools | DelegateID: IEISCHEIIISEIEII -]

Zenter Center Address Ciky State Zip Code
_| | 311 =] |8100 Curtis [Detroit frar - faszz1

— Foom MumberMame

umber  Ikem Description Serial Mumnber ity Tag

-

Manufacturer Maodel Quankity Them Cosk Total Cosk

List of Centers drop down
box..




B3 Inventory Data Entry Form

Inventory System
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Center Center Address iy Skate Zip Code
[Boykir] [ 372 z][10225 Third Ave. [petrait [mr [esz0z

Results of selecting Center and Delegate.

In the Disposal Method box, check the status that applies to the item
in the inventory.

Disposal Method Dispasal Dake Selling Price Salvage Yalue
M 1nservice [ Storage [ sad T Scrapped I I I
I Donated [ Stolen Dake of Theft Lask Yalue Date Recovered

1. If an item is In Service, or Storage, leave the following fields
blank: Disposal Date, Selling Price, Salvage Value, Date of
Theft, Last Value, and Date Recovered.

2. For a Sold item, enter data in the Disposal Date, and Selling
Pricefields.

_ Disposal Date Selling Price Salvage Yalue
D | Method
ELREEE A | 120172000 | $50.00 |
I Inservice T Storage W osad T Scrapped
Dake of Thefk Lask Walue Date Recovered
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3. If anitem was Scrapped, enter data in the Disposal Date, and
Salvage Valuefields.

Disposal Date Selling Price Salvage Yalue

Disposal Method I
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[T Donated [ Stalen I I I




4. For aDonated item, enter datain the Disposal Date, and L ast

Valuefieds.

Disposal Method
I tnserviee T Storage [ sald Scrapped
W Donated [ Stolen

Disposal Date selling Price Salvage Yalue
| 12{01f2000 | |

[rake of Theft Last Yalue [rate Recovered
| | 50.00] |

5. If an item was Stolen, enter datain the Date of Theft, and Date
Recovered fields. If it applies, enter datain the Date Recovered

field.

Disposal Method
I inserviee T Storage [ sad T Scrapped
[T Donated W Skolen

Dispasal Date Selling Price Salvage Yalue
Date of Theft Last Yalue Date Recovered
| 1zfo1fz002 | $500.00 | 1z/31j02|

After datais entered in the fields on the form, to save the record, click

the Add Record button.
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This will save the record to the database, clear the form, and a dialog
box will pop up. The dialog box will ask if you want to use the same
Center for the next record. If there are errors, the record will not be
saved to the database. Correct any data entry errors.

If the form clears, and the dialog box does not appear, you may have
hit the ENTER key on the keyboard. In that case, the record will not

be saved to the database.



View All Records button
What happens if there is a need to edit a previous record? Use the
record navigation buttons at the bottom of the form to move back or
forward between records.
However, the navigation buttons only apply to the current day’s
records. If records were entered a few days ago, they will not appear
as you navigate through the recordset using the navigation buttons.

Add Record | Wiew All Records Run Report(s) Close Form |
Record: I4|4|| z >|H|H9| of 2 *I

Navigation buttons

To see dl records in the database, click the View All Records button.
A form will appear with its own set of four buttons. At the bottom of
thisform, a count of all the recordsin the database is displayed.
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Clicking the Find button enables a search for groups of records by
specifying criteria in fields. Using the Find function allows
replacement of datain several records without calling up each record.

Find and Replace
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Clicking the Delete button marks a record for deletion. A dialog box
will ask if deleting arecord isreally what you want to do.

Click OK if you want to delete the record. Click Cancel if you decide
not to delete the record. Use this button with extreme caution to avoid
unnecessary loss of data.
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Print records by clicking the Print button.

B frmDeletion 0] =|
[i] Lctivity D ate D elegate [Certer |
3 104312002 | D etroit Public Schools ;lBagIe_l,l j
Clazzroom Rooms |[Cateqany ltem Mumber |
Wil Indians 06 Qffize Equipment - (200002 j
Wendor bd anufacturer kA adel
HOFFRALS Das15 WECTFA
Sernal Murber Citw Tag  |City Bar Tag |Acquistion Date  [Quantity  |Ikem Cozt |

034z TETETT 19770 104021972 1($20.00
Tatal Cost | Dizpozal Method Dizpozal Date  |Sell Price Final % alue Federal Shz
$20.00 In Service - 10000%
: Fund Source

et | _toetam |

Find Record | [Delete Record

Record: 14 ¢ ] T v |ei]r] of 112 1] i H©




When finish editing, or viewing records, click the Close Form button,
to return to the Inventory Data Entry Form.
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Reports button
Clicking this button brings up the Reports screen.
Disposal Method I Disposal Date I Selling Price I Salvage Yalue
I Inservice T Storage [T sad T Scrapped R | ’
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Close Form button
This button will close the I nventory Data Entry form.

Disposal Method I Disposal Date I Selling Price I Salvage Yalue
I Inserviee [ Skorage M osad Scrapped
Dake of Theft Last Walue Date Recovered
Donated v Skol
I Donated ' Stolen | 1z/01j2002 | $500.00 | 12{31/2002
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The opening screen will appear.
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If you exit the Inventory Data Entry form, and decide to enter more
data, keep the following in mind:

Clicking the Inventory Data Entry button will create a new session.
Only the records entered in the new session will be available from the
Inventory Data Entry form. To view and edit records from previous
sessions, click the View All Records button.



TraNStEr Data......c.o e e e e
Insert the diskette labeled, <Delegate> Transfer Data, in the floppy
disk drive.

Click the Transfer to DHS button on the opening

Screen.
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If the wrong diskette is inserted, or no diskette is in the floppy drive, a
warning message will appear. This message will continue to ask for the
correct diskette until the correct disk isinserted.
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If the correct disk is inserted, the program will retrieve updated
inventory data from the inventory database. Messages will appear
asking if new records should be appended to the receiving database on
the diskette. The response to the messages is aways “Yes’, unless

you decide not to transmit inventory datato DHS.
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After the inventory data is transferred to the diskette, a message will
appear saying that the transfer was successful.
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Remove the transfer data diskette from the floppy drive. Send the
diskette to DHS.



EXItiNgthe program........c.coo i e e e
Clicking the Close button on the opening screen page will close the
program.
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